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Figure 1: The opening screen provides an explanation of the funding opportunity. Click on “APPLY” to setup a user name and password. 
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Figure 2: Click on "REGISTER" to setup a username and password. 
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Figure 3: Create a login by providing an email address and password. 
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Figure 4: Populate the contact information for the person responsible for completing the online grant application (i.e. Executive Director). 
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Figure 5: Do not fill in "ORGANIZATION CODE". If applicable, select "SAME AS ABOVE" and your information will be populated. If it is not the 
same as above, please fill out each section. Click “REGISTER” once complete. 
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Figure 6: The opening page displays the online application will be available from October 27 – December 1, 2017 until 11:59PM. To begin the 
online application, click “APPLY” in the upper right-hand corner. 
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Figure 7: The “ELIGIBILITY INFORMATION” provides the 8 criteria. Also, “ADDITIONAL INFORMATION” provides a link to the key theme 
descriptions (funding categories). After reading the opening page, click “APPLY” in the upper right-hand corner of the page. 
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Figure 8: The “PROJECT INFORMATION” page is required to create a log of your application in our system. The “APPLICATION NAME” will not 
automatically populate. Please insert the name of your organization. Also, select “MARK AS COMPLETE” after providing the requested 
information. Side Note: the “MARK AS COMPLETE” text is not visible here since it has already been selected (red text) for this example.  
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Figure 9: Sort the "FORMS" by "NAME" to make sure the application is in sequential order. Click on "1. PROPOSAL COVER SHEET" to populate the 
application (section 1 of 5). 
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Figure 10: The information provided on this page is the beginning of your official application.  
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Figure 11: Select “MARK AS COMPLETE” after all fields are completed. Click “SAVE & CONTINUE” to navigate to the next page (section 2 of 5). 
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Figure 12: The "FUNDING CATEGORIES" display the seven community-facing key themes (funding categories). Select the key theme that applies 
to your program. Click on the link to see the key theme descriptions again. Select “MARK AS COMPLETE” followed by “SAVE & CONTINUE” to 
navigate to the next page (section 3 of 5). 
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Figure 13: The "REQUIRED DOCUMENTS" section requires that 6 items are uploaded. Select the applicable answer for the "AUDITED FINANCIAL 
STATEMENTS" question. If "YES" is selected, a “CHOOSE FILE” box will appear to upload your audit. Continue to select "CHOOSE FILE" to upload 
the remaining five documents. Click “MARK AS COMPLETE” followed by “SAVE & CONTINUE” to navigate to the next page (section 4 of 5). 
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Figure 14: The "PROGRAM NARRATIVE" section has eight questions that require narrative information. The “PROBLEM STATEMENT” is the first 
question. The remaining seven questions are below. Each answer should be 1,200 characters or less.  
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Figure 15: Question 2 of 8 in the "PROGRAM NARRATIVE" section. 

 

 

Figure 16: Question 3 of 8 in the "PROGRAM NARRATIVE" section. 

 

 

Figure 17: Question 4 of 8 in the "PROGRAM NARRATIVE" section. 
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Figure 18: Question 5 of 8 in the "PROGRAM NARRATIVE" section. 

 

Figure 19: Question 6 of 8 in the "PROGRAM NARRATIVE" section. 

 

 

Figure 20: Question 7 of 8 in the "PROGRAM NARRATIVE" section. 

 

 

Figure 21: Question 8 of 8 in the "PROGRAM NARRATIVE" section. Select “MARK AS COMPLETE” followed by “SAVE & CONTINUE” to navigate to 
the next page (section 5 of 5). 
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Figure 22: The "BUDGET & PERFORMANCE" section is the last step before submitting your application. Under the “BUDGET” heading, download 
the "CSG BUDGET TEMPLATE" and save it to your computer. Update the excel worksheet and attach it by selecting "CHOOSE FILE". Repeat the 
same steps under the “PERFORMANCE” heading. 
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Figure 23: Under "DATA COLLECTION METHODOLOGY" provide an explanation. Afterwards, select "MARK AS COMPLETE" followed by "SAVE & 
CONTINUE" to navigate to the submission screen. 

 

 

 

 



Community Service Grants – Online Application Instructions (1.0) 

19 
 

 

 

 

Figure 24: After clicking "SUBMIT" there will be an option to download a copy by selecting "APPLICATION". Select "EXIT" once the final step is 
complete. 

 

 

 


